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= - - STATE OFFICE OF BECARTARNY OF STATE

» ‘j OF A p p] 1 ca ti on fo r DEPARTMERT OF ARCHIVES & BIBTORY ﬁPA’GE
-; GEORGIA RECORDS D I SPOSITION STANDARD ARCORDA H.AilGllll'!‘ pivigion 1

] Apyltcﬂ.lon Qate

1%-7 2,

2 A;rncy lpp“cntlon No.

- MS 606

3 AGEICT Division, Subdivision & Adwinistering Office Address
State Merit System
Examination Division

244 Washington 8t. S.W, Room 572

~ Atlanta, Georgia 30334
L'7".“l\"E‘|"'TT'"'—""""'-' TON REQUESTED - o L
ESTABLISH DISPOSITION STANDARD; = DISPOSE OF PRESENT ACCUMULATION;

RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

8. Earliest & Latest 9.Exact Series Title

Dates of Series
7/68 to date _ Examination Application File

I“?‘RUCHO : See separate instructions for completion >f W FOR RECORDS MANAGEMENT D!V‘ISIOI us!:‘

Date Recelved Application Wo. Date Completed

NOV 29 1972 2 73? DEC 4 1972

Per-nn to Cnnuct

front and reverss of this form. Sign original amd two copies

and forvard to Department of Archives and Wiatory, Attention:
J .

A
=

Rccord. Management offte"

E-Franees C. Balkcom

.Uorling Title Tel. Wo.

Divieion Director 656-2720

- § . —— . e

' What is the functlon of the offlce in ﬁhlch thls record serles is created9

1 0.

These records accumulate as a result of .administering a statewide program of
Personnel Administration and are created as a result of examining applicants
for positions to determine eligibility for employment, including scheduling
examination, making reservations, making public announcements, providing place
of examination, developing examinations, conducting tedts, grading exams,
notifying applicants, providing information to Personnel Transactions Division.
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11. This file contains the following documents (include form numbers and titles, if any,
and flle arrangement ).

for
(1) File relates to material accumulated as a result of applyingﬁadmission to, and
actually taking an examination for a Merit System positionm.
(2) Included are: MS 10-5 Application form
MS 20-3 Data processing code sheet
MS 20-2 Machine graded answer sheets _
- Ms 21-2 Training and experience evaluation form R

. - .-
- - : .

(3) LlStEd in alphabetlcal order by surname by fiscal year

.
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ATTACH SAMPLES OF THE FILE

ﬁ A =
1 2 . EQUIPMERT NCCUPTER fo. of Dravers

Cu. Pt. of Records No, of Drawvare Cu. ?f.. 9r R"Prd.

ARRUAL RATE OF ACCUMULATION

Letter-size File Dravers S 14 . 21 34 34
" o = N - —_“— . -
. . ) . In Officeln} in Storage Area(s)
Legal-size Pile Dravers 48 96 Fioor Space Occupied [Square Peﬂ.?_ - nl_UU— :

- . RS
. . his Last
Year's Year's.

250 | 100

AVERACE DAILY REFERENCES !
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Porm: AR-50-7T1
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QUESTIONNAI RE Place an "z" In the proper colusn. If anaver ls "YES," pleawe explaln . (Y ES\ NO
13. Is this the Record Cop% of the series? | PP 4 B
14. Is there a duplication of this deries in another office or agency° . ' N 1 [X]
15. Is the informatlon contained in this series ever summarlzed or publlshed? -[‘] [X]
Attach copy of summary or publication. - o
16. Does the seriés contain classified information’ requiring security handllng? - [X] [ 1]
All examination material is classified R
17. Does the series inltlate, amend or terminate agency policies and procedures* L1 ]
18. Could the functlon be performed if the files were lost or destroyed? xi [ ]
Vital information stored in applicants computer file
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [X]
20. Does the record series prov1de data as input to an EDP file? X1 [ ]
Applicants EDP file S ] o
21. Does the record series contain documentation produced as EDP printout? T x1 [ ]
Selected applicant EDP print-out and monthly official register print-out
22. Has the Federal Government issued instructions governing the retention/dispo- .[ ] [X]

sition of these files?
23. Will there be a need for these records 10, 15 years from now? If yes, what? [ ] . [X]

2L. REQUIREMENTS. Théwfdllbwiﬁg“réqﬁgrgs'thggfi;es to be kept 26 monthsgmﬂxﬂx
8. fISTATE  b.[ ]STATUTE OF “"c'.[]AUDIT'_ "'d.[]FEDERAL fe.[]ADMINISTRATIVE f. []HISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Merit System Act (Act 12) , which has been superceded by Georgia Records Act of 1972

e e S — _ ‘ ]
25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -KJFISCAL YEAR -[]OTHER ___ ,then:
[ ] Hold in the current files area ‘ month(s)/ year(s):
[ } Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s)
[ ] Destroy. _
[ ] Transfer to State Archlves for permanent retentlon.
[ ] Destroy immediately after cut-off. i
~ %x] Other: (Specify) ) .
MS 10-5-Application Form- Cut off each flscal year, hold in curreﬁt files area 1 year,
transfer to records center, hold 1 year, -then destroy
MS 20-3-Data Processing Code Sheet I o
MS 20-2-Answer Sheet Cut off each 2 months, transfer to records center;
MS 21-2-Training & Evaluation hold 22 months then destroy.
‘Performance Papers
(Ind%cate'E?mefLy rationale for recommendations above/or write additional remarks):
Recoyds Mamag of £S5 atune1
L oz 7 #; ) ng 57 OTHER REQUIRED SIGNATURES DATE
|267Recontendations [AgenggHead/Designeq’ /- 27 g) %/ / /
in paragraph 25 pproved Disapproved M /7
are: ate Auditor/Designee
Approyed Disapproved _‘_ .. ﬂ\\gg |
STATE RECORDS | _@Sec 2f State/Deaignee (2 ;
COMMITTEE [ ApproVed [ ] Disapproved WA@[M , H=2%-72
' tto General/Designee \ ;
Approved Disapproved 7 ) 2-]- 7L




